DEPARTMENT OF THE NAVY

NAVY RECRUITING DISTRICT NEW YORK
990 STEWART AVENUE
2ND FLOOR, SUITE 220
GARDEN CITY, NY 11530-4858

NAVCRUITDISTNYINST 7210.1S

40
19 Oct 15

NAVCRUITDIST NEW YORK INSTRUCTION 7210.1S

Subj: REIMBURSEMENT OF OUT OF POCKET EXPENSES (OPE) INCURRED
WHILE PERFORMING OFFICIAL RECRUITING DUTY

Ref: (a) Defense Travel System (DTS) website
(b) COMNAVCRUITCOMINST 4400.1E
(c) DTS Web Based Training
(d) COMNAVCRUITCOMINST 1130.8J
(e) COMNAVCRUITCOMINST 1131.2F

Encl: (1) List of Authorized and Unauthorized Out of Pocket Expenses
(2) DTS Web Based Training Local Voucher Overview

1. Purpose. In addition to references (a) through (e), this instruction outlines policy and training
to be followed in submitting claims for Out-of-Pocket Expenses (OPE).

2. Cancellation. NAVCRUITDISTNYINST 7210.1R

3. Discussion

a. Per reference (b), a member of the Armed Forces whose primary assignment is to perform
recruiting duty is entitled to reimbursement for actual and necessary expenses defrayed from
personal funds in the performance of recruiting duties. Expenses are limited to those listed in
enclosure (1).

b. Expenses incurred on behalf of military personnel on active duty or active duty for training,
or Delayed Entry Program (DEP) personnel and Centers of Influence are not reimbursable under
OPEs.

c. Such reimbursement is in no way considered to be a supplemental pay for production

personnel, and is not intended as such. Claims shall be judiciously used to assist production
personnel in performing their assigned duties.

4. Action

a. Eligibility. Eligibility for this entitlement other than field production personnel include the
following:

(1) Commanding Officer (CO)
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(2) Executive Officer (XO)

(3) Recruiting Operations Officer (ROPS)

(4) Assistant Recruiting Operations Officer (AROPS)
(5) Nuclear Power Programs Coordinator

(6) Advanced Programs Team Coordinator

b. Request. All requests for reimbursement must be approved by the ROPS, XO or CO. The
Supply Officer (SUPPO) shall serve as certifying official. Approving officials cannot approve
their own OPE claims. Additionally, the approving official shall be responsible for the final
determination of eligibility to submit a claim, ensuring that the claimant was functioning as a
production recruiter.

c. Claim Submission. Claims shall cover only one calendar month and will be submitted via
the Defense Travel System (DTS), as described in enclosure (2). Under no circumstances shall a
single claim cover more than 31 days. Except in unusual circumstances, no OPE claim will
exceed $75.00 for any one month. When claims exceed $75.00 for any one month, the claim
must be accompanied by a justification in DTS. Per references (d) and (e), claims will be
validated against the Officer or Enlisted Recruiter’s excel generated Applicant Log.

d. Receipt. Receipts are required for any single item claimed. In addition, documents
obtained (i.e. transcripts, diplomas, and certificates) will also be accompanied by a receipt when
OPE claims are submitted.
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List of Authorized and Unauthorized Out of Pocket Expenses (OPE)

Authorized Items

- Breakfast, Lunch, Snack or Dinner

- Marriage or Divorce Decrees

- DMV (Drivers Records) or Law Enforcement etc.
- Verification documents

- Parking Fees for applicants or candidates

Unauthorized Items

- Film or batteries

- Booth rentals

- Keys for vehicles or offices

- Maps or street directories

- Dry cleaning of curtains or Flags

- Emergency or routine auto repairs

- Membership fees to fraternal or professional organizations

- Contributions, Admissions, Donations, etc

- Flowers, greeting cards, or etc.

- Parking Fee: For Duty drivers; Future Sailors; HARPs; OHARPs; Morale, Welfare &
Recreation Meetings; All Hands training or conferences

- Clothing articles

- Entertainment (movies, concerts, video games, etc.)

- SAT scores, or GED preparation expenses

- Name Lists

- Mileage for local & TAD travel

- Photo/reprographic copies for meetings, office or re-supply of forms

- Lodging for applicants

- Center of Influence (COI) events

- Car washes

- Automotive gasoline, oil, or other associated supplies/repair services
- Cellular telephone call charges to or from a personal cellular phone or paging device
- Monthly charges for a personal paging device

- Officer candidates in TAD status

- Tolls; Towing of government vehicles

- Delayed Entry Program (DEP) events

- Temporary duty or local travel expenses

- Meals: For recruiters own consumption; DEPpers; HARPs; OHARPs
For EOV; VIP; or other events

- Business Cards

- Gratuities (tips)

- Alcoholic beverages

- Administrative supplies: Photocopier or Facsimile or repair services
- Parking tickets Enclosure (1)
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